Name: ____________________________


Computer 2 Excel Assignment
Student “I Can” Statements for Assignment:

At the end of this assignment you will know how to do the follow: (Before turning in your assignment check each box if you understand and know how to do the task)
· Change Worksheet Names

· Merge Cells

· Identify the appropriate equation

· Use the sum, average, percentage, max,  min, and if functions
· Angle text in a cell

· Color in cells
· Add borders to cells
· Format numbers into percentages

· Create Conditional formats

· Create a  chart
· Renaming charts
Directions:

Your teacher needs you to complete their grade book for them. Use what you know about Excel to finish the grade book.

1. Open the Excel Gradebook Assignment located in Moodle.
2. Type your name where it says “Your Name” in the Title. Then Merge Center it the length of the table
3. Rename Sheet #1 in the workbook  “Grade book”
4. Equations:

a. Find the Total Points for all the assignments

b. Find the Total Points and Percentage for each student 
c. Find the Class Average, Max, and Min for each Assignment
d. Determine whether each student has Credit or No Credit for the class (Hint: Use the if formula)
e. Calculate the number of missing assignments for each student (Hint: Use the countif formula)
f. Find each students total points for Tests, Homework, Projects, and

Participation (Hint: Use the sumif formula)

· 4f is Extra Credit!
5. Cell Formatting

a. Angle Row #2 (The Row that has Word, PowerPoint, and Excel in it) to 45 degrees.
b. Color each assignment heading cell and points for each assignment a Light Gray color.
c. Color Student Name, Letter Grade, Percentage, and Total Points heading cells a Dark Gray color.
d. Color Missing Assignments, Test, Homework, Project, and Participation a Dark Gray Color.

e. Color every other student row a light green color.

f. Color in Average, Max, and Min a Light Gray color

g. Place a border around the entire Grade book

h. Delete the border between the Assignment Headings and their point value

i. Center Rows #1 - #4
j. Format the Percentage column so the numbers are percentages
k. Format the Average Row so the numbers have two decimal places.
l. Create a conditional format that will color the cell red if the percent is less than 70.
m. Wrap text in Rows #3 and #4

· 5m is Extra Credit!
6. Graph and Chart

a. Create a column graph showing each students Word Test Score and place it in Sheet #2
b. Rename Sheet #2 “Word Test Chart”
c. Give an Appropriate name for the graph. Center the title
d. Give Titles to the X and Y axis       
	Grading Rubric

	Steps
	Description
	Meets Expectations
3 points
	Meets Most Expectations
2 points
	Does Not Meet Expectations
1 – 0 point

	2, 3, 6b
	Naming Gradebook and Worksheets
	
	
	

	4a
	Total Points for all assignments
	
	
	

	4b
	Total Points and Percentage for each student
	
	
	

	4c
	Class Average, Max, and Min for each Assignment
	
	
	

	4d
	Credit/No Credit for each student
	
	
	

	4e
	Missing assignments for each student (Hint: Use the CountIf function)
	
	
	

	5a
	Row 2 is angled at 45 degrees
	
	
	

	5b
	Color the assignment and points heading cells a Light Gray
	
	
	

	5c & 5d
	Color appropriate headings a Dark Gray
	
	
	

	5e
	Color every other student row a light green color
	
	
	

	5f
	Color Average, Max, and Min Labels a Light Gray
	
	
	

	5g & 5h
	Appropriate bordering in Grade book
	
	
	

	5i
	Center rows 1-4
	
	
	

	5j & 5k
	Percentage and Average column formatted
	
	
	

	5l
	Conditional Formatting for <70%
	
	
	

	6c & 6d
	Column Graph has appropriate Titles
	
	
	

	4d (EC)
	Total Points for each student’s Test, Homework, Project and Participation (Hint: use the Sumif function)
	
	
	

	5m (EC)
	Wrap Text in rows #3 and #4
	
	
	

	Totals
_____/48
	
	
	

	Steps
	Description
	Meets Expectations

10 points
	Meets Most Expectations

5 points
	Does Not Meet Expectations

0 point

	6a
	Create a Bar Graph for Word Test Scores
	
	
	

	ALL
	Professional Formatting, following all directions
	
	
	

	Totals
_____/20
	

	Total
	________/68


